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Topic 3: Creating a Manifest demonstrates the process of creating a manifest in the ACE 
Secure Data Portal.  This topic will guide you through the end-to-end process of creating and 
submitting an e-Manifest with all the required information.  

After completing Topic 3: Creating a 

Manifest, you will be able to:

� Create a manifest.

� Save a manifest.

� Submit a manifest.

Topic 3: Creating a Manifest
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A manifest is made up of a trip and shipments.  

Select each picture to learn more about the components of a manifest, a trip, and a 
shipment.

Topic 3: Creating a Manifest
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A manifest is made up of a trip and shipments.  

Select each picture to learn more about the components of a manifest, a trip, and  a 
shipment.

Topic 3: Creating a Manifest

9 of 23

Trip

Shipment

Manifest

A manifest includes trip details 
and shipment(s) information.  A 
manifest submitted through the 
ACE portal becomes an e-
Manifest. 

A manifest includes trip details 
and shipment(s) information.  A 
manifest submitted through the 
ACE portal becomes an e-
Manifest. 

A shipment refers to the cargo 
information on a manifest.  This 
includes the shipper and 
consignee information, as well as 
commodity details.  In the ACE 
portal, a shipment is added by 
selecting ‘Create a Manifest’ or 
‘Create a Shipment.’ 

A shipment refers to the cargo 
information on a manifest.  This 
includes the shipper and 
consignee information, as well as 
commodity details.  In the ACE 
portal, a shipment is added by 
selecting ‘Create a Manifest’ or 
‘Create a Shipment.’ 

Trip details refers to the portion 
of the manifest that includes 
information regarding the trip, 
crew, equipment, and 
conveyance.  In the ACE portal, 
trip information is added by 
selecting ‘Create a Manifest.’

Trip details refers to the portion 
of the manifest that includes 
information regarding the trip, 
crew, equipment, and 
conveyance.  In the ACE portal, 
trip information is added by 
selecting ‘Create a Manifest.’



E-Manifest: Trucks (Release 4)
Lesson 1: e-Manifest: Trucks

Select NEXT to continue.

The process flow below summarizes the various paths for creating an e-Manifest in the 
ACE portal.  In this topic, we’ll focus on the first branch of Creating a Manifest.  You’ll 
learn more about the other paths in Topics 4 through 6.  

Topic 3: Creating a Manifest 
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You can complete a manifest when you know all of the trip and shipment information to 
associate with the manifest.  

Select each element for more details. 
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You can complete a manifest when you know all of the trip and shipment information to 
associate with the manifest.  

Select each element for more details. 
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Complete Manifest (Look Up)
If you know all of your trip and 
shipment information, you're able 
to create a complete manifest.  
You can add information 
manually, or by using the Lookup 
feature, which lets you quickly 
enter crew, conveyance, and 
equipment data, if it has been 
pre-recorded in your account.

Complete Manifest (Look Up)
If you know all of your trip and 
shipment information, you're able 
to create a complete manifest.  
You can add information 
manually, or by using the Lookup 
feature, which lets you quickly 
enter crew, conveyance, and 
equipment data, if it has been 
pre-recorded in your account.

Save and Submit Manifest
In the ACE portal, you can save 
and submit an e-Manifest.  The 
Trade Act of 2002 requires the 
manifest to be submitted at least 
one hour before a truck arrives at 
the border.

Save and Submit Manifest
In the ACE portal, you can save 
and submit an e-Manifest.  The 
Trade Act of 2002 requires the 
manifest to be submitted at least 
one hour before a truck arrives at 
the border.

Save and Finish Later
Do you need more information?  
You can save and edit the 
information as often as needed.

Save and Finish Later
Do you need more information?  
You can save and edit the 
information as often as needed.Create Manifest

When you log in to the ACE 
portal to create a manifest, you 
have three choices.  You can 
create complete manifests, 
create trips, or create shipments.

Create Manifest
When you log in to the ACE 
portal to create a manifest, you 
have three choices.  You can 
create complete manifests, 
create trips, or create shipments.
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Scenario

You are Diane Sanchez, a dispatcher for World Freight Trucking, Incorporated (WFT, Inc.).
WFT, Inc. is an ACE account and has access to the ACE portal via the Internet.  WFT, Inc. 
transports recycled paper from Canada through the port of Buffalo, NY.  A truck is scheduled 
to arrive at Buffalo later today, and you have information on the shipment, crew, 
conveyance, and equipment.  You’ll now create an e-Manifest in the ACE portal.

Topic 3: Creating a Manifest 
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Diane SanchezDiane Sanchez

Diane Sanchez

Dispatcher

4853 Transnational Way
Reston, VA 24172

Phone: 703-555-0986
Fax: 703-555-0900

diane.sanchez@wft.com

World Freight 
Trucking, 
Incorporated

Scenario
You are Diane Sanchez, a dispatcher for World Freight Trucking, Incorporated (WFT, Inc.).

WFT, Inc. is an ACE account and has access to the ACE portal via the Internet.  WFT, Inc. 

transports recycled paper from Canada through the port of Buffalo, NY.  A truck is scheduled 

to arrive at Buffalo later today, and you have information on the shipment, crew, 

conveyance, and equipment.  You’ll now create an e-Manifest in the ACE portal.



E-Manifest: Trucks (Release 4)
Lesson 1: e-Manifest: Trucks

Select NEXT to continue.

Insert Home Tab screenshot
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